FSCS WinPLUS MAIN MENU OPTIONS

5.3 Match (Used with Imported Data Only)

The 'Match' feature, used with imported data only, follows the 'Read and Validate' import routine.
Please note the following:

?? The Match processes is designed as a separate routine from Import. Thislets you complete the Import
operation even if you cannot immediately resolve all Match questions. Also, you do not need to complete
the Match routine in one session. |If you did not run the matching routine at the completion of importing
your data, you must run it viathe '‘Match' option on the Main Menu. Pleasenote: You must complete the
Match before proceeding with any other WinPLUS operations.

?? The 'Match' gtion on the Main Menu will not run if: (1) you did not import your data (i.e., you

performed direct data entry), or (2) your data were not imported successfully. In either case, you will
receive the following message if you select the 'Match' option on the Main Menu:

WinPLUS |

.
'\E!-i) bdatching is unnecessany since wou have not used the Impor feature.

?? The 'Edit Checks (Current Year and Historical)' option on the Main Menu will not run if you imported
data but did not run the matching routine. 1f you try to run the edit checks, you will receive a message
prompting you to run the “Match” feature:

WinPLUS - Records unmaiched I

some of your Administrative Entity records are unmatched.
“'ou cannot Edityour data until all of your Imported data mismatches
hawe been resolved. Flease run the Match for Administrative Entities.

?? If you select the 'Match' option from the Main Menu, you will be prompted to begin matching on
administrative entities (A) or outlets (O). To complete the matching process, you must match on
administrative entities (A) and on outlets (O).
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The 'Match' feature consists of four steps:

1. Key information (e.g., NAME, LIB ID#, etc.) from the prior-year datais compared to the import datato
match as many records as possible;

2. WIinPLUS records official name and address changes;

3.  WinPLUS runsthe 'Structure Change' routine to resolve any records on the import file that have not been
matched to the prior-year file; and

4. WinPLUS allows deletion of records on the prior-year file not found on the import file.
Once records are matched, they are moved to the administrative entity or outlet data base.
53.1 Matching Routine

This routine attempts to match records from the current-year import file against records from the prior-
year file. WinPLUS completestwo types of matches, an automatic match and a conditional match. Thefollowing
examples show the routine only for the administrative entity file, but the outlet file routine works the same way.

There are two criteria for an automatic match:
1. WIinPLUS checks records to see if the LIB ID# and NAME (of library) on the import file exactly match

the data on the prior-year file. If both match, the records are considered an automatic match and the
FSCS ID# is used.

2. If WinPLUS can match the library record to only one of these two key data elements, the matching
routine also attempts to match any two of the following additional dataelements: ADDRESS, CITY, ZIP
or PHONE. If this condition is met, the record is considered an automatic match.

A match on only one of the six data elements described above constitutes a conditional match.

The data matching action and criteria for an automatic or conditional match are summarized below:

NAME ADDRESS, CITY,
DATA MATCHING ACTION LIB ID# (of Library) Z1P, PHONE
Automatic Match Yes Yes None
Yes No Any 2 of the 4
No Yes Any 2 of the 4
Conditional Match Yes No None or any 1 of the 4
(i.e., prompts user for match)
No Yes None or any 1 of the 4
No No Any 1 of the 4
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In a conditional match, WinPLUS displays both datarecords on a‘ split-screen’ and prompts the user to
confirm whether there is a specific library record match. In the following example, the LI1B 1D# and only one of
the other four variables match, so this is a conditional match. (Note: The FSCS ID# is not displayed on the
current-year side of the data matching screen, as it is considered premature to include it on the current-year
record at this point.)

WinPLUS - Match Wyoming _ ) FY-201

DATA MATCHING - ADMINISTRATIVE ENTITY

— Prior ear Data Current Wear Data
LIB 1D #: [ooz FSCS 1D #: !ngm LIB ID #: ooz
MAME: MAME:
|BLBANY COUNTY LIBRARY SYSTEM JALBANY LIBRARY SYSTEM
ADDRESS: ADDRESS:
210 S0UTH 8TH 5T 210 50UTH ST
CITY: JLARAMIE LITY: JLIBRARY
ZIF1: Igzum ZIP 2 igggg ZIF 1 i32|:|5c| ZIP 2 |az02
PHOME: |[307)-721-2580 FHOME:  |[307)-721-2580

M atched on field: LIBID
Are these two records far the same library [vAR]7?

.3
] 4 |
Chooze 'Cancel’ to quit Match. Cancel |

v

After aconditional match isfound, the user types ‘Y’ to accept the match or ‘N’ to reject it. The record
is then updated with the new information and WinPLUS moves on to the next record. Select ‘ Cancel Import’ to
return to the WinPLUS Main Menu.

Be especially careful when importing datafor new librariesthat are really structure changes. For example,
if two library systems merge and the administrative entity keeps the address of one of the old systems, WinPLUS
may read this as a conditional match between the new entity on theimport file and the old entity on the prior-year
record.

Please note: The data matching routine is not case sensitive. For example, alibrary name entered in
upper-case letters (e.g., 'MAIN LIBRARY’) will be successfully matched with a library name entered in
lower-case letters (e.g., 'Main Library’).

Before continuing to the next record, WinPLUS checks for name and address changes from the prior-
year record to the import record just matched (whether an automatic or conditional match).
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5.3.2 Checking for Name and Address Changes

Whilein the Data Matching routine, WinPLUS automatically checks for name and/or address changes so
that the change can be tracked in the historical file if appropriate.

Name (of library) Change - When a user updates a name in an import record, the ‘Import Name Change’
window is automatically displayed below the split screen showing the import and prior-year data.

DATA MATCHING - ADMINISTRATIVE ENTITY

— Prior rear Data Current Year D ata
LIE 1D #: [onz FSCS 1D §: IW‘Y|:||:||:|2 LIE 1D #: |ooz
MAHE: NAME:
|CAMPEELL COUNTY FUBLIC LIBRARY |CAMPBELL PUBLIC LIBRARY
ADDRESS: ADDRESS:
12101 4-) ROAD |2101 4.J ROAD
LT |GILLETTE CITY:  |GILLETTE
ZIP 1: Igzﬂ o ZIF 2: |52|:|5 ZIFP 1: |32;-'-| o ZIP 2 |52[|5
FHONE: |[207)-587-0009 FHOME:  |[307)-687-0009

Import Name Change i x|

1. Was an official name change made to thiz import ok
o | ok |

: o C |
2. 'Was adata entry error fied on this import record? ﬂl

3. |z the ariginal data corect?

[E

?7? Type'l’, then ‘OK’ to select “Was an official name change made to this import record?’ when the
library name was officially changed.

?? Theuser isprompted “Isthis a Structure Change (Y/N)?”. Type ‘N’ to simply track the name change
in the historical changes database. Type ‘'Y’ to confirm that the record will need a structure change.

?7? Type'2', then ‘OK’ to select “Was a data entry error fixed on this import record?’ when a correction
was made to the library name because of a data entry error.

?7? Type'3, then ‘OK’ to select “Is the original data correct?’ if you want to keep the original data.

WinPLUS then automatically checks for address changes for the same record.
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Address Change - When the user updates an addressin an import record, the ‘ Import Address Change’ window
is automatically displayed below the split screen showing the import and prior-year data. Select one of thethree
options displayed.

=

DATA MATCHING - ADMINISTRATIVE ENTITY

— Prior r'ear Data Current Year Data
LIB 1D & {ooz FSCS D #: I'W"KDDD‘I LIE 1D &: Ig
MHARE: MARE:
’ALBANY COUMTY LIERARY SYSTEM |ALBANY COUMTY LIERARY SYSTEM
ADDRESS: ADDRESS:
|31EISEILITH 8TH 5T |31EI SOUTH BTH ST
LT |LamaMIE LT LiBRamy
ZIF 1: Iggnm ZIP 2 Igggg ZIP 1: |32|:|5|:| ZIP 2 |2222
FHONE: \[307)-721-2580 FHONE:  |(307)-751-2580
x
1. "W as an official addrezz change made to thiz import 0K
recond? -
2. “Waz adata entry errar fised on this import record? ﬂl
3. |z the onginal data corect?
B

?? Type‘l’, then ‘OK’ to select “Was an official address change made to this import record?’ when the
library address was officially changed.

?? Theuser is prompted “Isthisa Structure Change (Y/N)?'. Type‘N’ to simply track the address change
in the historical changes database. Type ‘Y’ to confirm that the record will need a structure change.

?7? Type‘2, then ‘OK’ to select “Was a data entry error fixed on thisimport record?’ when a correction
was made to the library address because of a data entry error.

?7? Type'3, then ‘OK’ to select “Is the original data correct?’ if you want to keep the original data.

After all matches are complete and name and address changes checked, WinPLUS begins the structure
change routine.

WinPLUS Version 2.3 23



FSCS

5.3.3 Structure Change Routine

After all matches are complete and official name and address changes recorded, if one or more
records from the administrative entity or outlet import file still isnot matched to the previous year’ sfile, WinPLUS
automatically begins the structure change routine.

(Note: You cannot make more than nine structure changes during a single WinPLUS session. To
make more than nine structure changes, 'Quit' and restart WinPLUS.)

Adminigrative Entity Structure Changes

A structure changes menu with severa optionsisautomatically displayed if one or more recordsfrom the
administrative entity import file is not matched to the prior-year file. These options will vary depending on the
type of match found. They are described below.

= zAdd New Administrative Entity. Thisis used to add a new administrative entity record.

WinPLUS assigns the new record a new FSCS |D#.

DATA FOUND N CURRENT WEAR - MO MATCH IN PRICRE TYEAR

— Current vear Unmatched Data

Administrative Stucture Change

LIB ID #: |33
{ Add Mew Administrative Entity FSCS 1D #: |
Ehange from &dminiztrative Entity b D utlst MAME:
Merge Twoar More SAdministrative Entities |NEW LIERARY

Hemove Elosed &dmiristrative Entity

ADDRESS: [LIBRARY ROAD

Resztore Previously Deleted Administative Entity

-
-
-
7 Delete Inconect Recard
-
-
-

CITY: |NEw CASTLE
Delete Record from |mport
Fetain Frior Year Becord ZIP 1: |32?[||:|

ZIP 2 |5421

: L |
Cantinue | ”ar'u:e | FHOME:  |[(307)-777-2208

Select ‘Add New Adminigtrative Entity’ from the * Administrative Structure Changes' menu during the
import matching routine, and then select ‘ Continue’. The program assigns the new entity anew FSCS ID# and
automatically continues to process the next structure change.

24



FSCS WinPLUS MAIN MENU OPTIONS

& «Change from Administrative Entity to Outlet. Thisisanew outlet created when an administrative entity
becomes an outlet of another administrative entity.

(Note: The administrative entity that changed to an outlet is tracked in the historical database under its
origind FSCS I1D#, followed by the new outlet’s FSCS ID#.)

DATA FOQUND [N PRICOR YEAR - MO MATCH IMN CURRENT YEAR

— Current 'ear Unmatched Data

Adrinistrative Structure Change

LIB 1D #: onz
€ Add Hew Sdministrative Entity FSCS D #: IW“(‘EIEIEH
s Change from Administrative Entity ta Outiet HAME:
" Merge Two ar More Adminiztrative Entities |,&LB,&NY COUMNTY LIERARY SYSTEM
= Remove Clozed &drministrative Entity
= Delete Incorect Record SR AES, |31DSDUTH 8TH 5T
= RHestore Previously Deleted Administative Entity

. : CITY: [CERAMIE

= Delete Becord fromm mpart

ZIF 1: |
= Retain Prior Year Becord 82070

ZIF 2 |3959

Lancel | PHOME: |[30?]-T21 22580

Select ‘ Change from Administrative Entity to Outlet’ from the * Administrative Structure Change’ menu
during theimport matching routine, and then select * Continue’. Y ou will receive the following message ‘ Change
this Entity to an Outlet?
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WinPLUS - Administrative Structure Changes YWyoming
|
' Change Administrative Entity to an Outlet J
Identification
ol Lep: |02 O2i b lame |ALB.&NY COUMTY LIBRARY SYSTEM
Street Address M ailing Address
03 Addiess |3‘IEI SOUTH 8TH ST I .-'-‘«du:lress:le SOUTH 8TH ST
L[N
04 ity |LARAMIE HAMIE
WinPLUS e
05 zip: 152070 0 Zipt: |* 70 6M Zipd: 1395
Change This Entity to an Qutlet?
44 County: |.-'l'«LE.-’-'«NY COUMNTY | | V1721-2580
74 InterLib. |__|., 7B Legal fes Mo I |__|. |__|.
Rel.: B asis: I_ pLa E
Fopulation FTE Staff
08 Population of the Legal Service Area: | 2
13 ALa-MLS: I -2.00
Service Dutletz
14 Tatal Librarians: I -2.00
09 Mumber of Centralz: I i
I—_2 15 All Other Paid Staff: I -2.00
10 Mumber of Branches:
11 Mumber of Bookmobiles: I -2 16 Total Paid Employees: I -2.00

If you choose ‘Yes' and there are no outlets for this administrative entity, the structure change will
proceed. If you type ‘No’, the structure change is cancelled.

When outlets exist for the administrative entity selected to change to an outlet, the user is prompted with
amessage "Outlets exist! You must first delete al outlets associated with this Entity.” Press‘OK’ to continue.
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Change Administrative Enfity to an Outlet

|dentification
o1 LD 002 02 Mame: JALEANT COUNTY LIERAR'Y SYSTEM
Street Address k ailing Addresz
03 Address: 1310 SOUTH 8TH ST W Address: 310 SOUTH 8TH &T
. Il A ARIIT
R s ]
05 Zip 182070 4 J3369

Cugtlets exists, . ou must First delete all outlets associaked with this Entity

44 County: IALB.-‘-‘-.NY
78 Inetlib, [ <] [
Rel.: 7E

FOpLISer FTE Stalf
08 Population of the Legal Service Area: | &
13 ALAMLS: I 200
Service Outlets
I— 14 Total Librarians: I -2.00
09 Mumber of Centralz: -2
I—_2 15 All Other Paid Staff: 200
10 Mumber of Branches:
11 Mumnber of Bookmobiles: I -2 16 Total Paid Employees: -2.00

Note: If the administrative entity that is changing to an outlet itself has outlets, these must be reconciled before the
administrative entity can become an outlet. Thisisbecause outlets must be attached to an administrative entity. If
such outlets exist, the following prompt appears: "Outlets exist! You must first delete all outlets associated with
this Entity.” To reconcile the outlets, select WinPLUS Main Menu option ‘ Outlet Structure Changes’ and follow
instructions in section 5.7—Outlet Structure Changes. After all outlets have been deleted, try the import again.

When outlets do not exist or after all outlets have been reconciled, the user selects the administrative

entity for the new outlet that has changed from an administrative entity. Next, another window lists al the
administrdive entities.
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WinPLUS - Administrative Structure Changes Wyoming

Change Administrative Entity to an Outlet

Select Administrative E ntityfiez)

WinPLUS e

Select an administrative Entity to be the parent record Faor this Administrative Entity that wou are changing to an Cutlet

oK |

LIBID LIBMAME FSCSEEY |
p 002 ALBANY COUMTY LIBRARY SY'STEM Wh'0001

003 CAMPEELL PUBLIC LIERARY WOr0002

005 FREMOMT SYSTEM WD

ooz LARAMIE COUMTY LIBRARY S%STEM w0004

aas LIBR&RY SvSTEM WhDoos

mao PLATTE COUMTY LIBRARY SY'STEM WhrDO06

013 123456733 w0013
022 GOSHEM COUMTY LIBRARY TORRINGTOM W01 4
023 HOT SPRIMGS COUNTY LIBRARY THERMOPOLIS W05
024 JOHMSON COLUNTY LIBRARY 5SS TEM WHOOT6
025 LINCOLM COUMTY LIBRARY SYSTEM W07
026 MNIOBRARA COUMNTY LIBRARY w0018
023 SUBLETTE COUMTY LIBR&RY SYSTEM WwWHIIMe

Continue Cancel

Use the up arrow, down arrow, page up, and page down keys to scroll through the list of
administrative entities. Select the administrative entity for the newly created outlet record (the record
being imported). The user is prompted to finalize the change.
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WinPLUS - Administrative Structure Changes YWyoming
Chancge Administrative Entity to an Outlet
Select Administrative Entitufies]

| LIEMAME FSCSKET &

|ALBAMY COUMTY LIBRARY 57 | LARAMIE w0001
oz CAMPBELL PUBLIC LIBRARY GILLETTE ['w"rO002
aos FREMOMT SY'STEM LAMDER [*A'0003
oy LARAMIE COUMTY LIBRARY SYSTEM CHETEMME [*A0004 |
aos LIERARY SY'STEM copy [*'0005
oo FLATTE COUMTY LIBRARY SYSTEM WHEATLAMD [* 0006
mz SHERIDAM COUMTY LIBRARY SHERI [* 0007
ma SWEETWATER COUMTY LIBRARY SYSTEM|GREEM RIWER [*'0003
ma MATROMA COUMTY LIBRARY SYSTEM CASPER [*+A'0003
e BIG HORM COUNTY LIBRARY SYSTEM BASIM ['WH0010
mv CARBOM COUMTY LIBRARY SYSTEM R LIMS [* 0011
ma COMVERSE COUMTY LIBRARY SY'STEM DOUGLAS [*A0012
ma 123456729 SUMDAMNCE [*'0013
022 GOSHEM COUMTY LIBR&RY TORRIMGTOM [*'0014
023 HOT SPRINGS COUNTY LIERARY THERMOPOLIS [*W0015
024 JOHMSOM COUMTY LIBRARY SYSTEM BUFFALD [ 0016
025 LIMCOLM COUMTY LIBRA&RY SY'STERM FEMMERER |WYEID1T_
0z6 MIOBRARA COUMTY LIBRARY LUSE [*0018
029 SUBLETTE COUMTY LIBRA&RY SYSTEM FIMEDALE [WA001e

Continue Cancel

Select ‘Cancel’ to cancel the change, cancel the current structure change record from the import and
return to processing structure changes. Select ‘ Continue’ to finalize the change. After the administrative entity
record has been converted to an outlet, you will receive amessage reminding you that you must edit the record to
report data for the following fields: Outlet Type, Metropolitan Status Code, and Number of Bookmobiles. Select

‘OK".

2T |

Admininstrative Record has been converted to an Cutlet
Y'ou must edit record to report data for the following fields:
Cutlet Type, MSA and number of bookmohiles

WinPLUS Version 2.3
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weMerge Two or More Administrative Entities. Thisis a new administrative entity created when two or
more administrative entities merge.

(Note: WinPLUS automatically assigns the new administrative entity a new FSCS ID#. All branches,
bookmobiles and centrals are carried over to the new administrative entity record. The old administrative entities
that merged are in the historical database under both their new and old FSCS ID#s.)

Select ‘Merge Two or More Administrative Entities' from the * Administrative Structure Change'
menu during the import matching routine, and then select * Continue’. A window lists all administraive
entities.

kerge Administrative Entities
Select Administrative Entity(ies]
LIBID LIBMAME CITY FSCSKEY = |
p | 002 ALBAMY COUMTY LIBRARY S%STEM LARAMIE w007
oz CAMPBELL COUMTY PUBLIC LIBRARY GILLETTE W00z
o5 FREMOMT COUNTY LIERARY SYSTEM LAMDER W00
ooy LARAMIE COUMTY LIBRARY SYSTEM CHEYEMME w0004 |
aos P&RE COUMTY LIBRARY SYSTEM CoDy w005
oo PLATTE COUNTY LIBRARY SYSTEM WHEATLAND W 006
o2 WinPLUS x| Wwh'noo?
ma R Wroog
s Select bwo or more Administrative Entities to be Merged W anna
me W00
017 ok | cancel | WYO0TT
ma W00 2
ma CROOK COUMTY LIERARY SY'STEM SUMDAMCE W07 3
0z GOSHEM COUMTY LIERARY TORRIMGTOM w0014
023 HOT SPRIMGS COUMTY LIBRARY THERMOPOLIS W05
024 JOHMSOM COUMTY LIBRARY SY'STEM BUFFALD W01 e
025 LIMCOLM COUMTY LIERARY S%'STEM FEMMERER il
026 MIOBRARA COUMTY LIERARY LUISE. W00l
0z9 SUBLETTE COUNTY LIBRARY SvSTEM FINEDALE WYDD1S
Caontinue Cancel

Select the administrative entity records that are merging. Use the up arrow, down arrow, page up, and
page down keysto scroll through thelist of administrative entities. Select the administrative entities that you wish
to merge by clicking on the gray box to the left of the names while holding down the Ctrl (Control) key. The
entire row must be highlighted. Select ‘Cancel’ to return to the WinPLUS Main Menu, or select ‘ Continue’ to
proceed with the Structure Change.
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The next screen will ask, ‘Do you want to carry over one of the Administrative Entities? Choose ‘Y es
to carry over dataelements 1 through 7D from one of the administrative entities to the new merged administrative
entity. Choose ‘NoO’ to enter new information for all data elements.

WinPLUS - Administrative Structure Changes Wyoming

kMerge Administrative Enfities

Select Administrative E ntity[ies]

LIBID LIBMAME CIT' FSCSKEEY = |
oo7? LaRAMIE COUMTY LIERARY SYSTEM CHEYEMME Whr0o04
p |003 CAMPBELL COUNTY PUBLIC LIBRARY GILLETTE W00

Do wou wank ko carry over one of the Administrative Entities?

Yes Mo

If you chose ‘Yes', you will be prompted to ‘ Select Administrative Entity to carryover’. Highlight your
selection and choose ‘Continue’ to proceed or ‘Cancel’ to cancel the merger. If you continue, the new
administrative entity data screenswill be displayed for your review. Note: The outlets from the old administrative
entities are carried over to the newly merged administrative entity record.
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& #Remove Closed Administrative Entity

To remove a closed administrative entity record from the current-year file, choose ‘Remove Closed
Administrative Entity’ from the * Administrative Structure Change’ menu during theimport matching routine, and
then select * Continue'. Y ou will be asked, ‘ Do you want to delete this Administrative Entity and dl of its Outlets?

WinPLUS - Administrative Structure |

Close Administrative Entity J
‘ 14 FSCS: |WY'IZI[]D1 IF'age 5 ‘
|dentification
01 Ligio: |002 02 Mame: |ALBANY COUMTY LIERARY SYSTEM
Street Address I ailing &ddress
03 Address: [310 SOUTH 8TH T M Address: M
- LasRaMIE I
o o x|
05 Zip: [s2070 Zind: [2
Do wou want ko delete this Administrative Entity and all of its Outlets?
44 County: |ALBANY CI |
74 InterLib, |H|1 vl es Mo col -
Rel: E
] u]8 1<) [u]4] FTE Staff
08 Population of the Legal Service Area: I 2
13 ALA-MLS: I -2.00
Service Dutlets
14 Total Librarians: I -2.00
03 Mumber of Centrals: I -2
I—_2 15 All Other Paid Statf: I -2.00
10 Murmber of Eranches:
11 Mumber of Bookmobiles: I -2 18 Total Paid Employees: I -2.00
Exit |

Choose ‘No’ to cancel, ‘Yes' to delete. (Note: The closed administrative entity record is deleted from
the administrative entity file, but the record is automatically tracked in the historical database under its original
FSCS ID# and can later be restored. See section 5.6.7—Restore Previous Deletion).
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= zDelete Incorrect Record

To delete an incorrect administrative entity, select ‘ Delete Incorrect Record’ from the ‘ Administrative
Structure Change’ menu during theimport matching routine, and then choose ‘ Continue’. Y ou will be asked, ‘Do

you want to delete this Administrative Entity and al of its Outlets?

WinPLUS - Administrative Structure Changes Wyoming

Delete incorrect Administrative Entity record

‘ 14 FSCS: |00

|Page 1
|dentification
ol Lgio: 902 02 Mame: Iﬁ.LB.ﬁ.NY COUMTY LIBRARY SY'STEM
Street Address t ailling Addrezz
03 Addiess |3‘ID SOUTH BTH ST | .ﬁ.ddress:IM
lua
04 Ciy:  |LRAMIE 5 =
05 Zip: [s2070 Zipd: [2
Do wou want ko delete this Administrative Entity and all of its Outlets?
44 County: [alBANY CI |
7 Inteiliv. [Ag <] i i col =
Rel: E
(] u]8 =11 )] FTE Staff
08 Population of the Legal Service Area: I ]
13 ALA-MLS: I -2.00
Service Dutlets
14 Tatal Librarians: I -2.00
03 Mumber of Centralz: I -2
I—_2 15 all Other Paid Staft: I -2.00
10 Mumber of Branches:
11 Mumber of B ookmobiles: I -2 16 Total Paid Employees: -2.00
Cancel Merge Sawe Mow | Cancel Changes | FPreviouz Fage Mext Page | E =it |

Choose ‘Yes' to delete, ‘No’ to cancel. If you choose ‘Yes', you will receive the message ‘Delete
completed’. (Note: The deleted administrative entity is automatically tracked in the historical database under its

origind FSCS ID# and can later be restored. See the next section.)

WinPLUS Version 2.3
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= zRestore Previously Deleted Administrative Entity.

When an administrative entity record has previously been deleted using WinPLUS, it can berestored from
the historical database and become a current record in the administrative entity database under itsorigina FSCS
ID#.

Select ‘Restore Previously Deleted Administrative Entity’ from the * Administrative Structure Change’
menu during the import matching routine, and then choose ‘Continue’. The ‘Restore Administrative Entity
Record” window is displayed.

WinPLUS - Administrative Structure Changes

Festare Administrative Entity record
Select an Administrative to Bestare
FSCS LIEID: LIEMARME CITY
4
WSr000 |ooz ALBAMNY COUMTY LIBRARY 554 LARAMIE
w0002 ik CAMPBELL COUMTY PUBLIC LINGILLETTE
o010 ({016 BIG HORM COUMTY LIBRARY S BASIM
WA O00E {010 FLATTE COUNTY LIBRARY SY3WHEATLAND
WwhrO00s (015 MATROMA COUMTY LIERARY 5§ CASFER
Resztare Cancel

Select the administrative entity records that are being restored. Use the up arrow, down arrow, page up,
and page down keysto scroll through the list of administrative entities. Select the administrative entities that you
wish to restore by clicking on the gray box to the left of the names. The entire row must be highlighted, and you
must hold down the Ctrl (Control) key to select more than one entity.

Select ‘Cancel’ to cancd the restore and return to the WinPLUS Main Menu, or select ‘ Restore’ to
proceed with the Structure Change. If you select ‘ Restore’, the administrative entity record isrestored from the
historical database and becomes part of the current database under its original FSCS |ID#.
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& zDelete Record from Import.

This option allows the user to "bail out’ of importing a record that does not match the user’s FY 2001
template file. Canceling a record from import allows the import to proceed, but the original recordisstill inthe
import file. The user must edit the record, make a structure change, or correct an error. Otherwise the user will
have to cancel the same record each time an import is performed. Select ‘ Delete Record from Import’ from the
‘ Administrative Structure Change’ menu during the import matching routine, and then choose ‘ Continue’ to ‘ bail
out’ of importing a record. The program will automatically resume processing the next import file structure
change.

& zRetain Prior-Year Record.

This option allows the user to retain the prior-year data when a prior-year record is not matched on
the current-year import file. Select ‘Retain Prior Year Record’ from the ‘ Administrative Structure Change’
menu during the import matching routine, and then choose ‘ Continue’ to retain the prior-year record. The
program will automatically resume processing the next import file structure change.
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Outlet Structure Changes

A structure changes menu with several optionsis automatically displayed if one or more records from the
outlet import file is not matched to the prior-year file. These optionsvary depending on the type of match found.
The options are described below. An example of the screen shown when data are found in the current-year
import file but not in the prior-year file is shown below.

% WInPLUS - Outlet Structure Change Menu Wyoming 'FY-200 =101 x|

Cutlet Structure Change

" Change from Dutlzt ko &dministrative Entity
" Merge Two or More Outlets

{ Delete Closed Outlet

£ Outlet Moves to Mew Administrative Entity
" Delete Incanect Recaord

" Restore Previous Deletion

Continue E it
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= zAdd New Qutlet. Thisis usad to add a new outlet record.

WIinPLUS assigns the new outlet an FSCS ID#. The number assigned isthe same as the administrative
entity to which the outlet will be added, with the addition of athree-digit suffix to uniquely identify the new outlet.

Choose ‘Add New Ouitlet’ from the *Outlet Structure Change Menu’ during the import matching
routine, and then choose ‘ Continue’. A window prompts the user for the administraive entity to which the

outlet is being added.

Add new Outlet
Select an Admimstrative Entity that you will be adding thiz Qutlet to
LIEID LIBMARME CITY FSCSKEY = |
p | 002 ALBAMY COUMTY LIBRARY S¥STEM LARAMIE W 00071
Qo2 CaMPEELL COUNTY PUBLIC LIBRARY GILLETTE W0z
o5 FREMOMT COUMTY LIBRARY SYSTEM LAMDER W00
ooy LARAMIE COUMNTY LIBRARY STSTERM CHEYEMME Whriood |
aos PARE COUMTY LIBRARY SYSTEM copy W05
mao PLATTE COUMTY LIERARY SY'STEM WHEATLAMD W a00E
ma 5 ER Wwiraaog
s MW Select a parent Administrative Entity For this Cuklet, WhrDoog
Me B Wwhraoio
e 5 WrIOT1
ma C Wil 2
ma CROOE COUMTY LIBRARY SYSTEM SUMDAMCE W01 3
022 GOSHEM COUMTY LIBRARY TORRIMGTOM W01 4
023 HOT SPRIMGS COUMNTY LIBRARY THERMOPOLIS W15
024 JOHMSOM COUMTY LIBRARY SYSTEM BUFFALD Wil e
025 LIMCOLM COUMTY LIBRARY SYSTEM FEMMERER W01 7
026 MHIOBRARA COUMNTY LIBRARY LUSE Wwhranlg
029 SUBLETTE COUMNTY LIBRARY SYSTEM PINEDALE WDoa

Continue Cancel

Select the administrative entity to which the outlet will be assigned. Use the up arrow, down arrow, page
up, and page down keys to scroll through the list of administrative entities. Select the administrative entity that
will be that will be the parent by clicking on the gray box to the left of the names. The entire row must be
highlighted. Select ‘Cancel’ to return to the import data matching screen, or select ‘ Continue’ to proceed with

the Structure Change.

WinPLUS Version 2.3
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& #Change from Outlet to Administrative Entity. An outlet becomes an administrative entity.

(Note: The new administrative entity is assigned a new FSCS ID#. The old outlet is tracked in the
historical outlet file under both its old FSCS ID# and the new administrative entity’s FSCS ID#.)

Select ‘ Change from Outlet to Administrative Entity’ from the * Outlet Structure Change Menu’ during the
import matching routine, and then choose ‘ Continue’. Y ou will receive the message ‘ Change this Outlet to an
Administrative Entity with a new FSCS ID# ?

L Change Outlet to an Administrative Entity J
Outlets
01 Libid:  frv0020-003 14 F5CS:  [wivoo20 003
U2 Mame:  fal TA BRAMCH LIERARY
= E x
03 Address: [FOUTE 1. ¢ LA I
04 City: I.-'l'«LT.-'l'l. Y& D Change This Cutlet bo an Administrative Entity with a new FSC5 ID#7?
06 Zip: 93422 Yes no |
09 Outlet Type Code: rE-I =t LA (5 =3 ] )| =] e = B R T T = MO =

12 Mumber of Bookmobiles: I o

13 web Addiess: IM

Select ‘Yes' to finalize the structure change, select ‘No’ to cancel the structure change and return to the
data matching screen. If you select ‘Y es', the data entry screens for the new administrative entity are displayed
for your review and editing. You can still cancel the outlet-to entity change from these screens, if desired (see
buttons at screen bottom).
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=zMerge Two or More Outlets. Thisisanew outlet created when two or more outlets merge.

(Note: WinPLUS automatically assignsthe new outlet anew FSCS ID#. Theold outletsthat merged are
tracked in the historical database under both their new and old FSCS | D#s).

Select ‘Merge Two or More Outlets from the ‘Outlet Structure Change Menu’ during the import
matching routine, and then choose ‘Continue’. A window lists al the outlets. You will receive the message
‘Select two or more Outlets to be Merged’. Select ‘OK’ to continue.

herge Outlets
Select an Dutlet(s]
LIBID LIBMAME CITY FSCSEEY |
ooz ALBANY COUMNTY LIBRARY SYSTEM LARAKIE WAI00 —
wO001-007 CEMTEMMIAL LIBRARY BRAMCH CEMTEMMIAL w0007
ooz ROCK RIVER BRAMCH LIBRARY ROCK RIVER w0001
o3 CAMPBELL COUMTY PUBLIC LIBRARY GILLETTE WorOo0z
WY O002-004 WRIGHT BRAMNCH LIBRARY WRIGHT w002
W O003-005 DIBOIS BRAMCH LIERARY DUBOIS w0003
W O003-002 GE winPLUS x|ER Wwr0003
WwhYO003-004 RIVER TOM Woro03
ity O004-002 BBRME  Select bwo or more Outlets to be Merged |5 WP D00
o7 LARAb EMME w0004
Wwr0004-004 LARAb (64 I Zancel | EMME WhrDoog
wWwY0004-003 FINE B LUFFS w004
WY O005-002 MEETEETSE BRAMCH LIERARY MEETEETSE w0005
o9 PARE COUMNTY LIBRARY SY'STEM cooy w0005
WwWYO00s-003 POWELL ERAMCH LIBRARY POWELL WorD00G
WY O00B-002 CHUGWATER BERAMCH LIBRARY CHUGwWATER w006
W O00B-003 GLENDO BERAMCH LIBRARY GLEMDO W 000E
W O00E-004 GUERMSEY BRANCH LIBRARY GUERMSEY WS 000E
oo PLATTE COUNTY LIERARY SYSTEM WHEATLAMD Whnoog
Continue Cancel

Select the outlet records that are being merged. Use the up arrow, down arrow, page up, and page down
keysto scroll through thelist of outlets. Select the outlets that you wish to merge by clicking on the gray box to
the left of the names. Use the CTRL key to select the second record. The entire row must be highlighted.
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WinPLUS - Outlet Structure Changes

Wyoming

berge Qutlets

Select an Outlet=]

LIBID LIBMAME CIT FSCSKEY = |
0oz ALBANY COUNTY LIERARY SY'STEM LARAMIE Wworiom —
W0001 -007 CENTEMNMIAL LIBRARY ERAMCH CENTEMMIAL Wh'ooo
0oz ROCK RIVER BRAMCH LIERARY ROCE. RIVER WO
003 CAMPBELL COUNTY FUBLIC LIBRARY GILLETTE w0002
W 0002-004 WRIGHT BRAMCH LIBRARY WHRIGHT WhrOo02
S 0003-005 DUBOIS BRANCH LIBRARY DUBOIS w0003

FREMOMT COUMTY LIBRARY 545

LANDER

Wi 0003-004 RRWERTOM BERAMCH LIBRARY RIVERTOM W 0003
W 0004-002 BURMS BRAMNCH LIERARY BURMNS w0004
007 LARAMIE COUNTY LIBRARY SYSTEM CHEYEMME w0004
W 0004-004 LARAMIE COUNTY LIBRARY SY'STEM - BOOICHEYEMME w0004
W 0004-003 FIME BLUFFS BRAMCH LIBRARY PIME BLUFFS WhrOo04
W 0005-002 MEETEETSE BRANCH LIERARY MEETEETSE w0005
no3 PaRk COUMTY LIBRARY SYSTEM Coby w0005
W 0005-003 FOWELL BRAMCH LIERARY POWELL W 0005

W I006-002

CHUGWATER BRAMCH LIBRARY

CHUGWATER

W D00eE

W' 0006-003 GLEWDO ERAMCH LIERARY GLENDO W 0006
W 0006-004 GUERMNSEY BRAMCH LIBRARY GUERMSEY W 0006
ma FPLATTE COUNTY LIBRARY SvSTEM WHEATLAND w0006

Continue Cancel

message ‘ Do you want to carryover one of the Outlets?

Select ‘Continue’ to proceed with the merge or ‘Cancel’ to cancel the current outlet structure change
from the import and return to the *Outlet Structure Change Menu’. If you select ‘ Continue’, you will see the
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WinPLUS - Dutlet Structure Changes Wy omin

hMerge Outlets

Select an Outlet/=]

LIBID LIBMAME CITY FSCSKEY = |
whr003-002 FREMOMT COUMNTY LIBRARY SYSTERM LAMDER w003
p |"NO00E-002 CHUGWATER BRAMCH LIERARY CHUGWATER W O00E
x

select Qutlet to carry over

Continue Cancel

If youselect ‘Yes, the above screen will be displayed with the message ‘ Select the Outlet to carryover’.
Select the outlets that you wish to carry over by clicking on the gray box to the left of the names. The entirerow
must be highlighted.
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WinPLUS - Outlet Structure Changes Wyoming

berge Qutlets

Select an Outlets]
LIBID LIEMAME CITY FSCSEEY =
e D003-002 FREMOMT COUMTY LIBRARY SYSTEM

|CHUGWATER BRAMCH LIBRARY

Continue Cancel

Select * Continue’ to proceed with the structure change. Information from this outlet will beinserted in
the newly merged outlet.
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You will then receive a screen with the message ‘ Select a parent Administrative Entity for this Outlet’.
Select the parent administrative entity by clicking on the gray box to the | eft of the names. The entire row must be

highlighted. Choose ‘Continue’ to proceed with the structure change.

berge Qutlets
Select an Administrative Entity that vou will be adding this Outlet bo

LIBID LIBMAME CITY FSCSKEY = |

p | 002 ALBAMY COUMNTY LIERARY SY'STEM LARAMIE w0007
ooz CaMPEELL COUMTY PUBLIC LIBRARY GILLETTE w0002
o5 FREMOMT COUMTY LIBR&RY SYSTEM LAMDER W r0003
ooy LARAMIE COUMTY LIBRARY SYSTEM CHEYEMME whoond
oos PaRE COUMTY LIBRARY STSTEM CcoDy w0005
o1a PLATTE COUNTY LIER&RY SYSTEM WHEATLAMD W 000G
me S =] w0007
ma g ER W r0o0g
015 W Select a parent Administrative Entity For this Outlet, w0009
e B w0010
017 C WO
e C WOl 2
0mAa CROOE COUMTY LIBRARY SYSTEM SUMDAMCE w001 3
0z2 GOSHEM COUMTY LIBRARY TORRIMGTOM w001 4
023 HOT SPRIMGS COUMTY LIBRARY THERMOPOLIS W05
024 JOHMSOM COUMTY LIBRARY SY'STEM BUFFALO w01 E
025 LIMCOLM COUMTY LIBRARY SYSTEM FEMMERER w001
026 MIOBRARA COUMTY LIBRARY LUISE W00l
029 SUBLETTE COUMTY LIBRARY SYSTEM FPIMEDALE W01

Continue Cancel
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If you choose to carry over one of the outlets, you will receive a screen with data for that outlet

WinPLUS - Outlet Structure Changes Wyoming

inserted. Y ou will need to provide any missing data. When you exit, your change will be finalized.

FY-2001

L kerge Outlets J

01 Libid:
02 Marne:

[\ 0003-008
|FREMONT COUNTY LIBRARY SYSTEM
03 Address 1451 NORTH 2ND 5T

04 City:  |LANDER
08 Zip: 52520 07 Zipd: [z318
03 Dutlet Type Code: BR b

Outlets

14 FSCS: w0003 00

05 Counby: |FHEMDNT COURNTY
08 Phane: |[307)332:5194

10 Metropolitian Statuz code;

NOD -
| d

12 Mumber of Bookmobiles:

13 web Addiess: IM

Cancel Merge | Save Mow Cancel Changes

Freyious Fage Mext Fage E =it
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If you did not choose to carry over an outlet, you will receive the following screen after selecting a parent
administrative entity.

WinPLUS - Outlet Structure Changes Wyoming FY-2001
L bderge Outlets J
Outlets
01 Libid: 14 F5CS:  [wh0003  |006
02 Marne: |.2
03 Address: |'2
04 City: |'2 05 County: |'2

06 Zpr |2 07 Zipd: |1 09 Phone: |0 ) - -2
09 Outlet Type Code: |'2 jv 10 Metropoliian Status code; |'2 jv
12 Mumber of Bookmobiles: I 2

13 “web Address: |_1

Cancel Merge | Save Maow Cancel Changes Freviaus Fage MHextFPage E =it

You will need to add the missing data to complete the merge structure change.
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= zRemove Closed Outlet.

To remove aclosed outlet during import, select ‘ Remove Closed Outlet’ from ‘ Outlet Structure Change
Menu' during the import matching routine, and then choose * Continue' .

WinPLUS - Outlet Structure Changes

L Close Qutlet J

Outlets
UT Libid:— fr0020-003 14 FSCS:  [whoD2o {003
02 Mame: I.-'-‘«LT.-’-‘« ERAMCH LIBRARY
03 Address: |ROUTE 1, BOX ETEREYR I WinPLUS B
04 City: I.-'l'«LT.-'l'« WiId DRIGGS Do ywou wank to deleke this Qutlet? ITETDN

06 Zip 33422 07 Zipd: |9 ITI T | |(307)353-2472

MO -

09 Outlet Type Code: BR = T Fretfaplitian Status code:

12 Murmber of Bookmobiles: I u

13 wWeb Address: |M

Cancel kMerge | Save Now Cancel Changes Frevious Page [Hext Fage E =it

A ‘Close Outlet’ dataentry screen will be displayed with the message * Do you want to delete this Outlet?

If you choose ‘Yes', you will receive the message ‘Delete completed’. Select ‘No’ to cancel the change and

return to the data matching screen. (Note: The closed outlet istracked in the historical database and can later be
restored. See section 5.7.8—Restore Previous Deletion.)
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= zDelete Incorrect Record

To delete an incorrect outlet record during import, select ‘ Delete Incorrect Record’ from the ‘ Outlet

Structure Change Menu’ during the import matching routine, and then choose ‘ Continue'.

WinPLUS - Dutlet Structure Changes

L Delete incarrect Outlet record J
Outlets
U1 Libid: fy,v0020-003 14 FSCS: w020 oo
02 Mame: I.-’-'«LTA BERAMCH LIBRARY
03 Address: |ROUTE 1, BOX 34B0/M] L B
04 City: I.-’-'«LTA Wis DRIGES Do ywou wank ko delete this Qutlet? ITETEIN
06 zip: 93422 | o7 Zipk | 0 EEEEE
MO o

09 Outlet Type Code: BR e T retfopalitian Status code:

12 Mumber of Bookmobiles: I u

13 Web Address: (p

Cancel kMerge | Save Mow Cancel Changes Frevious Fage Hext Fage

E =it

A ‘Deleteincorrect Outlet record” dataentry screen will be displayed with the message ‘ Do you want
to delete thisOutlet? Choose‘Yes to delete the outlet from theimport, or ‘No’ to cancel. If you choose‘Yes,
you will receive the message ‘ Delete completed’. (Note: The deleted outlet is tracked in the historical database

under its origina FSCS ID# and can later be restored. See next section.)

WinPLUS Version 2.3
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= zRestore Previously Deleted Outlet.

When an outlet record has been previously deleted, the record can be restored using this option. The
deleted record is restored from the historical database and becomes a current record in the outlet database under
its original FSCS I D#.

Select ‘ Restore Previously Deleted Outlet’” from the ‘ Outlet Structure Change Menu’ during the import
matching routine, and then choose ‘ Continue’. The ‘Restore Outlet Record’ window is displayed.

WinPLUS - Outlet Structure Changes Wyoming

Festore Outlet record

Select an Outlet ko Bestare
FSCS LIEID LIBMAME CITY

4
w0077 Wwra017-002 LITTLE SMAKE RWER WaLLEY |BAGGES
w0007 WY OD07-003 STORY BRAMCH LIBRARY STORY
w0071 Wr00171-006 MEDICIME B BRAMCH LIBR: MEDICIME BOW
W03 Wh001:3-003 PIME HAVEM BRAMNCH LIBRARY FINE HAVEM
W OO0y W O007-007 SHERIDAM COUMTY LIBRAY [B| SHERIDAM
w0002 Wi O002-002 GEORGE AMOS MEMORIAL LIB|GILLETTE
Wwhai1g Wwr0019-003 BOMDURAMT BRAMCH LIERAR BOMDURAMT
w0002 W O002-003 RECLUSE BRAMCH LIBRARY |RECLUSE
w0001 ooz ALBAMY COUMTY LIBRARY 5% LARAMIE
w0007 w0007 -007 CEMTEMMIAL LIBRARY ERAMCICEMTEMMIAL
w0007 ooz ROCK RMWER BRAMCH LIERARYROCK RIVER
Festore Cancel

Select the outlet record that is being restored. Use the up arrow, down arrow, page up, and page down
keysto scroll through the list of outlets. Select the outlets that you wish to restore by clicking on the gray box to
the left of the names. The entire row must be highlighted.

Select ‘Cancel’ to return to the WinPLUS Main Menu, or select ‘ Restore’ to proceed with the Structure
Change. If you select ‘ Restore’, the outlet record is restored from the historical database and again becomes part
of the outlet database under its original FSCS |ID#.
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= zDelete Record from Import.

This option allows the user to "bail out’ of importing a record that does not match the user’s FY 2001
templatefile. When ‘Delete Record from Import’ is selected, therecord is not imported into thefile, but the origi-
nal recordisstill intheimport file. Select * Delete Record from Import’ from the ‘ Outlet Structure Change Menu’
during the import matching routine, and then choose ‘ Continue’ to ‘bail out’ of importing arecord. The program
will automatically resume processing the next import file structure change.

= zRetain Prior Year Record.

This option allows the user to keep the prior-year data for arecord that is not matched on the current-
year import file. Select ‘Retain Prior Year Record from the * Outlet Structure Change Menu’ during the import
matching routine, and then choose ‘ Continue’ to retain the prior-year record.

Note: Outlet Moves to a New Administrative Entity is not an option available during import. If you have an
outlet that has moved to a new administrative entity, select WinPLUS Main Menu option ‘ Outlet Structure
Changes’, then select ‘Outlet Moves to New Administrative Entity’ and make the structure change before
attempting to import data.

5.3.4 Reconcile Mismatched Records (Administrative Entity or Outlet)

This is the last step in the data matching routine, after all records have been matched, names and
addresses checked, and appropriate structure changes entered. WinPLUS prepares a report of mismatched
records (i.e., records that are on the prior-year file but are not on the current-year file).

See following section 5.4—Report of Mismatched Record(s) for more information.
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